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Introduction

Learning Live is committed to delivering high-quality Vocational Education and
Training (VET) that supports the personal and professional goals of our
students. Our trainers are qualified, industry-experienced professionals who
stay current with industry standards to provide relevant, flexible, and
workplace-focused training.

This Student Handbook is designed to help you whether you are about to begin
your course or are already enrolled understand the essential information about
your rights, responsibilities, and the services we offer. It outlines how we
ensure fair, valid, reliable, and flexible assessment, and reflects our
commitment to creating accessible, supportive learning environments.

The handbook also serves as a guide to the policies, procedures, and support
systems in place to ensure your learning experience with Learning Live is
informed, transparent, and aligned with industry expectations.

Our Commitment

We are committed to fostering a culture of holistic wellbeing that empowers
individuals to thrive physically, mentally, emotionally, and socially. In
alignment with 2025 standards and community expectations, we prioritise
proactive mental health support, inclusive wellness practices, and equitable
access to resources that promote work-life balance and personal growth.

Our approach integrates evidence-based strategies, embraces inclusivity and
diversity to create a safe, connected, and resilient learning environment.

By actively engaging in ongoing reflection, feedback, and collaboration, we
ensure that wellbeing is not just a value, but a lived experience embedded in
every aspect of our community and operations.
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Nationally Recognised Training Offered by Learning Live

Learning Live is proud to offer a range of nationally recognised training
programs designed to equip learners with industry-relevant skills and
accredited qualifications. Our courses are delivered by experienced trainers
and align with current standards to support career advancement and lifelong
learning. All qualifications are listed on the official national register, ensuring
they meet the high-quality benchmarks set by the Australian Government. To
explore our full list of accredited courses, please visit training.gov.au. For
course brochures, detailed outlines, and enrolment information, head to
live.edu.au.
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NATIONALLY RECOGNISED
TRAINING

Enrolment Process

At Learning Live, enrolling in your nationally recognised training is streamlined,
inclusive, and easy to complete. We encourage all students to use our online
enrolment forms, which offers a complete step-by-step process, including
course selection, required documentation, and assessment links all in one
place. However, if you prefer personalised assistance, you can also enrol via
phone or email.

Step 1: Choose Your Course

Visit live.edu.au to explore our range of accredited courses. Each listing
includes detailed course information and brochures outlining requirements,
outcomes, and start dates.
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Step 2: Enrol Online (Preferred Option)

Our online enrolment portal is the fastest and most convenient way to secure
your place. Simply:

« Select your course

« Complete the enrolment form

« Upload your documentation

« Complete your LLN assessment (optional at this stage)
Everything you need is provided in one seamless process via live.edu.au.
If you’re unable to enrol online, we're happy to help:

. Call us on (02) 5565 900 Email us at training@live.edu.au

We’'ll send you a form and guide you through the required steps manually.
Step 3: Provide Your USI (Unique Student Identifier)

All students must provide a USI before training begins. This government-issued
ID gives you access to your complete vocational education record.

>» To obtain your USI:

1. Visit www.usi.gov.au

2. Click “Create a USI”
3. Provide one form of ID (Medicare card, driver’s licence, or passport)
4. Copy your USI and include it in your enrolment

If you need help creating your USI, our team can guide you through it.
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Step 4: Complete the LLN Assessment

In line with Standards for RTO’s 2025, all students must complete a Language,
Literacy, and Numeracy (LLN) assessment before training starts. This helps us
identify support needs and tailor your learning experience.

You can complete this:

« Immediately during online enrolment, or

« Via a secure link sent by email once your enrolment is submitted
This step is essential to ensure accessible and inclusive learning for all.
Step 5: Enrolment Confirmation

After we receive your completed form, USI, and LLN assessment, you’ll receive
an official enrolment confirmation.

Participant Support Services

At Learning Live, we are dedicated to supporting all participants to achieve
success in their training. In accordance with our Language, Literacy, and
Numeracy (LLN) Policy, every student completes an LLN assessment prior to
commencement. This allows us to identify whether you meet the minimum
Australian Core Skills Framework (ACSF) level required for your chosen
qualification.

If learning support needs are identified, we may offer reasonable adjustments,
one-on-one assistance, or additional resources through a support person who
can help you navigate course content, assist you during course work and
occasionally in your assessments, or provide access to wellbeing support.

If you do not meet the required ACSF level, or we are unable to provide
adequate support internally, we will guide you toward external agencies who
can better assist your development before re-entry into formal training.

We may refer you to trusted regionally based, community services such as
Beyond Blue, TAFE outreach programs, or local adult education centres for
literacy, numeracy, or mental health support.

Our goal is to ensure all learners are set up for success in a safe, inclusive, and
respectful environment, whether within our programs or through appropriate
referrals.

Fees and Refunds

To secure your place in a course, fees must be paid upon enrolment. The
course fee covers tuition and all required materials, with no more than $1,500
collected prior to commencement, in line with national training standards.
Payment must be received no later than seven (7) days prior to the course
start date. If payment is not received by this time, your booking may be
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cancelled or transferred to the next available course. All invoices are payable
immediately for individuals or within seven (7) days of issue for ABN holders. A
late fee of $30 will apply for each seven-day period (or part thereof) that a fee
remains overdue.

If a participant needs to withdraw from a course prior to its commencement,
the following refund policy applies:

. 72 hours or more notice: no charge
. 72 to 24 hours’ notice: 50% of the course fee
o Less than 24 hours’ notice: 100% of the course fee

Participants may choose to defer their enrolment to an alternate date at least
72 hours prior, in which case the above penalties do not apply. However, the
course must be completed within twelve (12) months of deferment or any fees
paid will be forfeited.
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Requests to transfer to another course must be made at least 72 hours prior to
the commencement of the enrolled course. Only one transfer is permitted per
enrolment. If a transfer request is denied, and the participant does not attend,
the standard cancellation charges will apply.

Prior to commencement

Before attending your training session with Learning Live, it's essential to
arrive prepared and ready to engage. This includes ensuring you wear the
correct attire suitable for the course requirements closed shoes, appropriate
PPE if specified, and neat, comfortable clothing.

Respect for your trainers, fellow students, and the learning environment is
always expected. Punctuality, participation, and professionalism are core
values we uphold to foster a productive and inclusive space.

We encourage every learner to approach training with a positive attitude, an
open mind, and a commitment to safety, wellbeing, and collaboration. If you're
unsure about what to bring or wear, refer to the course brochure at live.edu.au,
and for national accreditation details, visit training.gov.au.

For training that has commenced

Once training has commenced, your full participation is key to success. You are
expected to attend all sessions on time, take part in discussions and practical
activities, and complete assessments honestly and diligently.

Mobile phones must be on silent unless approved for use in training.

Safety protocols, including wearing required PPE and following trainer
instructions, must always be observed. If you have any concerns, learning
needs, or personal matters that could affect your attendance or participation,
please speak with your trainer or coordinator as early as possible. If training
dates need to be changed, we will work with you to reschedule. If you need to
leave early, the cancellation policy may apply.
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Your Rights and Responsibilities Under Learning Live Policies

At Learning Live, your experience as a student is supported by a range of
organisational policies that are designed to protect your rights, ensure your
safety, and promote a positive and inclusive learning environment. These
policies are part of our Integrated Business Management System (IBMS), which
governs how we deliver quality, compliant and student-centred training.

Code of Conduct

All students are expected to behave professionally and respectfully. The Code
of Conduct outlines standards for communication, attendance, academic
honesty, and interpersonal behaviour. It is your responsibility to treat others
with dignity and to avoid disruptive or unsafe conduct. Breaches may lead to
formal action under our disciplinary process.

Diversity and Inclusivity Policy

We are committed to providing a learning environment free from
discrimination, bullying, and harassment. This policy promotes equal access for
all students, regardless of gender, race, ability, background, or beliefs.
Students have the right to feel safe and respected and are encouraged to
report any unfair treatment.

Privacy Policy

Your personal information is protected in accordance with privacy legislation.
This policy outlines how we collect, store, and use your data during and after
your training. You have the right to request access to your personal records
and to know how your information is used.

Student Support Services Policy

If you experience challenges academic, personal, or health-related you are
entitled to access support through our trainers or designated staff. This
includes learning adjustments, counselling referrals, and other reasonable
support to help you succeed.

Alcohol and Drugs Policy

To ensure a safe training environment, students must be fit for learning at all
times. Attendance while under the influence of drugs or alcohol is not
permitted.

Random testing may occur where required under work placement or regulatory
conditions.

Workplace Health and Safety (WHS) Policy
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You have a right to a safe training environment and a responsibility to follow all
safety instructions. This includes the correct use of PPE, awareness of
emergency procedures, and reporting any hazards or injuries immediately.

Social Media and Workplace Communication Policy

When representing yourself as part of Learning Live whether in class, online, or
on placement you must communicate respectfully and professionally. Misuse of
social media, inappropriate content, or breaches of confidentiality will be
treated seriously.

Student Rights and Responsibilities Policy

This overarching policy summarises your entitlements such as high-quality
training, fair assessment, and respectful treatment as well as your obligations
to participate actively, meet deadlines, and maintain respectful conduct.

Disciplinary Actions

Failure to comply with the policies and codes outlined in the Integrated
Business Management System (IBMS), including the Code of Conduct,
Workplace Health and Safety procedures, Alcohol and Drugs Policy, and other
relevant guidelines, may result in disciplinary action.

This can range from verbal or written warnings to suspension or cancellation of
enrolment, depending on the severity and nature of the breach.

Behaviour that endangers the safety of others, disrupts the learning
environment, or involves dishonest or unlawful conduct will not be tolerated.
All disciplinary matters are handled fairly, in line with due process, and
students will be given the opportunity to respond before any final decisions are
made.

Upon request, any of the policies mentioned can be provided to you in full by
your trainer or a member of the Learning Live team.

Competency Based Training and Assessment

Learning Live is committed to providing fair, transparent, and accessible
assessment processes in line with the Standards for RTO’s 2025 and the
regulatory expectations of the Australian Skills Quality Authority (ASQA). In
accordance with these standards and the requirements of our Integrated
Business Management System (IBMS), all students are entitled to appeal
assessment outcomes and request a re-assessment where appropriate.

If a student is dissatisfied with an assessment decision, they may submit a
formal appeal within 20 days of receiving their results. Students have the right
to be accompanied by a support person throughout the appeal process. Where
an appeal is upheld and competency is confirmed, a revised assessment
outcome will be issued and validated by Learning Live. If consensus is not
reached, an independent or external assessor may be appointed, and in such
cases, the student may be asked to contribute to the associated cost.
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In line with ASQA's updated expectations and the Standards for RTO’s 2025,
reassessment procedures must reflect:

J Principles of Assessment (validity, reliability, flexibility, fairness)
J Rules of Evidence (authenticity, sufficiency, currency, validity)

J Equal opportunity for students to demonstrate competency in a fair
and structured manner

J Early identification of support needs and reasonable adjustment
provisions where applicable

Learning Live ensures all re-assessments are carried out by qualified assessors
who hold current vocational competencies and assessment credentials.
Students identified as requiring additional learning support through LLN
assessments or trainer observation will be provided with academic assistance
or referred to external agencies if appropriate. Additional fees may apply in
certain circumstances.

This policy supports continuous improvement and upholds the integrity of our
qualifications by providing every student a fair and supported pathway to
demonstrate competency.

Assessment Completion

You will receive your Statement of Attainment shortly after successfully
completing the course.

If you misplace your records, you can request a copy at any time from the RTO
and also through your USI (Unique Student Identifier) account. Visit the official
USI Student Portal, log into your account, and retrieve your training records.

Recognition of Prior Learning

Participants are eligible to apply for Credit Transfer (CT) or Recognition of Prior
Learning (RPL) as part of their enrolment into nationally recognised training
programs.

Credit Transfer is available to those who have previously completed units of
competency through other Registered Training Organisations (RTOs). To apply,
participants must provide certified copies of their qualification or Statement of
Attainment. There is no fee for Credit Transfer, and all applications will be
assessed according to the national training framework.
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Recognition of Prior Learning (RPL) is available for participants who can
demonstrate that they already possess the skills and knowledge required for
one or more units, gained through previous work, life experience, or informal
training. Applicants must complete an RPL Application Form and provide
supporting evidence, such as resumes, work samples, references, or portfolios.

As part of the RPL process, applicants are also required to complete a mapping
table aligning their evidence directly to the performance criteria of the relevant
unit(s) of competency. This table should clearly demonstrate how each piece of
evidence satisfies the specific criteria and must be submitted as part of the RPL
evidence package. Support is available to guide applicants in preparing their
mapping documentation.

Fees may apply for RPL assessments, which are conducted by qualified
assessors in accordance with the principles of fairness, flexibility, validity, and
reliability.

Appeals

Participants have the right to appeal any decision made during the training or
assessment process if they believe the outcome was unfair, incorrect, or not in
line with established procedures. Appeals may relate to assessment outcomes,
RPL decisions, or other training-related matters.

All appeals must be lodged in writing, generally within ten (10) working days of
receiving the outcome. The appeal should clearly state the reason for the
appeal and include any relevant supporting evidence. Once received, the
appeal will be reviewed by an assessor or relevant staff member who was not
involved in the original decision, to ensure impartiality.

Participants will be notified of the outcome of the appeal in writing. If the
matter remains unresolved, the participant may be referred to an external
independent body for further review in accordance with the organisation’s
complaints and appeals policy.

Support is available throughout the process, and participants are encouraged
to raise concerns promptly to ensure a timely resolution.

Complaints and Feedback

Learning Live values all forms of feedback and is committed to maintaining a
learning environment that is fair, respectful, and responsive to student needs.
Feedback is also used for our continuous improvement.

In alignment with the Standards for RTO’s 2025 and the 2025 Department of
Education and Workplace Relations (DEWR) National Training Standards, we
ensure that our complaints and feedback processes are accessible, timely, and
transparent.
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Our trainers and assessors provide feedback on student’'s participation,
submission of workbooks, performance of practical tasks and assessment
outcomes.

Students are encouraged to provide feedback throughout their training
experience via formal surveys, trainer discussions, or anonymous mechanisms
supporting our culture of continuous improvement.

Should a student, staff member, or stakeholder wish to raise a complaint
whether related to training delivery, assessment outcomes, staff conduct,
enrolment, access to records, or any other aspect of the RTO’s operations they
are entitled to do so through a clearly defined process.

Initial concerns can be raised informally with the trainer or Learning Live
administration. If the issue is not resolved, a formal complaint may be
submitted in writing and will be acknowledged within two (2) working days. A
thorough and fair investigation will follow, with a written response provided
within ten working days outlining the outcome and any corrective actions
taken.

Students may have a support person present at any stage of the complaint
process, and if under the age of 18, a parent or guardian must be in
attendance. Where appropriate, unresolved matters may be escalated to an
external mediator or a relevant government authority, such as ASQA.

All complaints and their outcomes are recorded in the IBMS Complaints
Register and are treated with confidentiality in accordance with our Privacy
Policy.

No student will ever be penalised for lodging a complaint in good faith.
Learning Live also uses complaint and feedback data as part of our internal
continuous improvement process to evaluate training quality and inform staff
development.

Security and Access to Personal Information

We are committed to protecting the privacy, confidentiality, and security of all
personal and sensitive information collected throughout the training and
assessment process.

All records are stored on secure servers with restricted access, and we
implement industry-standard cybersecurity practices to safeguard information
in the digital environment.

Personal information collected, including but not limited to identification
details, contact information, USI (Unique Student Identifier), training records,
and assessment outcomes are used solely for training, administrative, and
reporting purposes in accordance with applicable legislation and regulatory
requirements.
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As part of our obligations under the Student ldentifiers Act 2014, we are
required to verify the validity of each participant’s USI with the national USI
registry. By enrolling in training, you consent to this verification process.

Participants are responsible for ensuring their personal details remain accurate
and up to date. Any changes to contact information, emergency contacts, or
identification details must be notified in writing as soon as possible to ensure
our records are accurate.

In some cases, personal information or training records may be disclosed to
third parties, such as employers, job agencies, or government or regulatory
authorities, where required by law, or with the participant’s written consent.
Third Party Consent Forms must be completed and submitted before any
information is released to an external party, including the issuing of
Statements of Attainment or Certificates.

Participants have the right to access their personal records upon request, and
procedures are in place to facilitate this in a secure and timely manner.
Requests to access or correct personal data must be made in writing and will
be handled in line with our Privacy Policy.

We take our legal and ethical responsibilities seriously and comply fully with
the Privacy Act 1988, the Australian Privacy Principles (APPs), and the
Standards for RTO’s 2025. Our staff are trained in confidentiality and
information handling procedures, and all reasonable steps are taken to prevent
unauthorised access, loss, or misuse of personal information.

For further details, including how we collect, use, disclose, and store your
information, please refer to our full Privacy Policy or contact our office directly.

Conclusion

We are committed to providing a supportive, inclusive, and high-quality
learning environment that empowers you to achieve your personal and
professional goals. This handbook has been designed to give you a clear
understanding of your rights, responsibilities, and the support services
available throughout your training journey. We encourage you to refer to this
guide regularly and reach out to our team with any questions or concerns.

Your success is our priority, and we look forward to supporting you every step
of the way.

TA20250502 Version: 3.1 Page | 14



	
	Introduction
	Our Commitment
	Nationally Recognised Training Offered by Learning Live
	Enrolment Process
	Participant Support Services
	Fees and Refunds
	Prior to commencement
	For training that has commenced
	Your Rights and Responsibilities Under Learning Live Policies
	Competency Based Training and Assessment
	Assessment Completion
	Recognition of Prior Learning
	Appeals
	Complaints and Feedback
	Security and Access to Personal Information

